
Dear DOT Employees:
     I wanted to take this
opportunity to thank all of you
for your support, advice and
assistance during this transition
to a new Administration. Many
of you have put in long hours,
responded to last minute
requests, and are doing an
outstanding job of helping those
of us joining the Department
prepare for the job ahead.
     As someone who has spent
much of his career focusing on
issues of transportation policy at
the local, state and national
levels, I have the highest respect
for the work the men and women
of this Department do every day
to respond to the Nation’s
transportation needs. I have had
the privilege of working with
many of you over the years, and
I welcome this opportunity to
continue that partnership.
     We face tremendous
challenges in the transportation
  field today, and meeting those
    challenges will require
     innovative thinking and a lot
      of hard work. I know that,
       working together, we can
         continue to build the safe
          and efficient transporta-
             tion system that the
          American people deserve.
                           Best wishes,
                   Norman Y. Mineta

Merit System Principles—
A Review and  Reminder
1. Recruit qualified individuals

from all segments of society,
and select and advance
employees on the basis of
merit after fair and open
competition.

2. Treat employees and
applicants fairly and equitably,
without regard to political
affiliation, race, color, religion,
national origin, sex, marital
status, age, or handicapping
condition.

3. Provide equal pay for equal
work and reward excellent
performance.

4. Maintain high standards of
integrity, conduct, and concern
for the public interest.

5. Manage employees efficiently
and effectively.

6. Retain or separate employees
on the basis of their
performance.

7. Educate and train employees
when it will result in better
organizational or individual
performance.

8. Protect employees from
improper political influence.

9. Protect employees against
reprisal for lawful disclosure of
information in “whistleblower”
situations.

Who Moved My Cheese?
     The best-selling book by
Spencer Johnson, M.D. is about
how to deal with change in your
work and in your life.  Come see
and discuss the animated movie.
This deceptively simple 13-minute
movie contains profound truths
about change.
When:  3/22, 12:00 noon
Where:  Nassif Room 2230
To Register:  Call x69453

Within-grade Increases
     The waiting period for within-
grade increases is as follows:
Steps 2/3/4   --  52 weeks
Steps 5/6/7   --  104 weeks
Steps 8/9/10 --  156 weeks
    To be eligible for a within-
grade increase, you must be
performing at an acceptable level
of competence and have
completed the required waiting
period.  Note -- A quality step
increase does not begin a new
waiting period.

It's not the strongest of the
species that survives, nor
the most intelligent, but the
one most responsive to
change.

Charles Darwin
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Please notify the center in
advance if you need
special accommodations
for the programs below.

Career Connections
Workshops

Creative KSA's -- 3/1
Dealing with Difficult People --

3/9
Career Assessment Using the
Holland Instrument -- 3/13
Values Goal Setting -- 3/20

Interviewing Preparation -- 3/30

Workshops will be held in
PL-402.  Space is limited.  Call
x69392 [TTY 67630] for the
times and to register.

Worklife Programs
[Call x66389 or TTY 67630]

• New Mom's Discussion
Group -- 3/8, 12-1 pm,    PL-
402

• Retirement Planning Seminar -
- 3/13, 12-1 pm, PL-402

• Adolescent Resource Fair --
3/15, 11:30-1:30 pm, DOT
Eatery

• Budgeting Seminar -- 3/22,
12-1 pm, Place TBD

Effective Writing
     Avoid wordy phrases like:
þ along the line of (like)
þ at all times (always)
þ at such times (when)
þ subsequent to (after)
þ until such time as (until)
þ with regard to (regarding)
þ the present time (now)
þ in view of (because)
þ in the course of (during)
þ in the amount of (for)
þ in excess of (over)
þ during such time (while)
þ for the purpose of (for or to)
þ in many cases (often)
þ prior to (before)
þ on or about (about)
þ in the neighborhood of (near

or about)
þ with the exception of (except

for)
þ despite the fact that

(although)
þ in a position to (can)
þ in lieu thereof (instead)
For more good writing tips, check
out:
www.nlrb.gov/stylemanual.pdf

Exercise Classes
     Fitness test or doctor’s
clearance is required prior to
attending the following classes in
the DOT Employee Fitness Center
on the 10th Floor:
♦ 7:45 a.m. -15 minute stretch
♦ 11:30 a.m. - Aerobic Dance
♦ Noon -Rick’s Exercise Class
♦ 12:30 p.m. - Step Aerobics
♦ 1:00 p.m. - Step Aerobics
♦ 5:00 p.m. Step Aerobics
Call Rick or Hy on x69729 for
more information.

The Federal Erroneous
Retirement Coverage
Correction Act (FERCCA)
     On 9/19/2000, the President
signed a law to help Federal
employees who were placed in
the wrong retirement system.  If
you answer yes to BOTH of the
following questions, please
contact your servicing Human
Resource Office:
♦ Were you ever told you were

in the wrong retirement
system?

♦ Were you under the wrong
retirement system for at least
3 years after 12/31/86 (even
if the agency has since
corrected the error)?

The Public Employees
Roundtable Scholarship
Program
     Awards money to bright and
talented college students
preparing to pursue careers in
public service.  The deadline for
applications is 5/18/01.
     For more information, call
202-927-4923 or visit
www.theroundtable.org
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